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FISCAL  YEAR  1997  ,  IN-SERVICE 
RULES  AND  REGULATIONS 


1.  HOURS  ARE  APPROXIMATELY  8:30-3:30  P.M.   TUESDAY  TRHOUGH 
FRIDAY. 

2.  THIS  IS  A  SMOKE  FREE  ENVIRONMENT.     SMOKING  IS  PROHIBITED 
ANYWHERE  INSIDE  THIS  FACILITY 

3.  DRESS  CODE  MUST  BE  ADHERED  TO.        (SEE  BELOW) 

4.  MESSAGES  WILL  BE  HELD  UNTIL  BREAK.     CLASS  WILL  BE  INTERUPTED 
FOR  EMERGENCIES  ONLY. 

5.  NO  PERSONAL  READING,    INCLUSIVE  OF  NEWSPAPERS,    DURING  CLASS 
LECTURES . 

6.  NO  FOOD  OR  DRINKS  ALLOWED  IN  THE  CLASSROOM. 

7.  ALL  OFFICERS  ARRIVING  LATE  FOR  IN-SERVICE  SHALL  BE  SUBJECT 
TO  THE  FOLLOWING  PROCEDURES: 

LATE  FOR  CLASS  IS  DEFINED  AS  ARRIVING  LATER  THAN  THE 
DESIGNATED  CLASS  START  TIME.     THE  OFFICER  IS  CONSIDERED  LATE 
IF  HE/SHE  IS  NOT  PRESENT  FOR  ATTENDANCE  WHICH  WILL  BE  TAKEN 
AT  8:30  A.M.   EACH  MORNING. 

OFFICERS  WHO  ARRIVE  LATE  FOR  CLASS  WITHOUT  THE  EXPRESSED 
PERMISSION  OF  THEIR  EMPLOYING  AGENCY  SHALL,   AT  THE 
DISCRETION  OF  THE  PROGRAM  COORDINATOR,    SHALL  BE  DISMISSED 
FROM  THAT  DAYS  TRAINING  PROGRAM  AND  SENT  BACK  TO  THEIR 
RESPECTIVE  DEPARTMENTS.  ANYONE  ARRIVING  LATE  SHOULD 
IMMEDIATELY  REPORT  TO  THE  PROGRAM  COORDINATOR  PRIOR  TO 
ENTERING  THE  CLASSROOM.     THIS  POLICY  WILL  BE  STRICTLY 
ENFORCED . 

8.  LUNCH  IS  ONE    (1)    HOUR,    DEPENDING  UPON  SCHEDULED  CURRICULUM. 

**DRESS  CODE  IS"  AS  FOLLOWS: 

A)  NO  T  SHIRTS/SWEATSHIRTS 

B)  DENIM  TROUSERS  OF  ANY  TYPE  OR  COLOR,    SWEATPANTS,  SHORTS 
AND  SIMILAR  ITEMS  OF  APPAREL  ARE  NOT  AUTHORIZED;  AND 

C)  ATHLETIC  FOOTWEAR  AND  SANDALS  ARE  NOT  AUTHORIZED. 

9.  VEHICLES  MUST  NOT  BE  PARKED  ALONG  CURB  IN  FRONT  OF  BUILDING 
AS  IT  IS  RESERVED  FOR  TODDLER  DROP  OFF/PICK  UP  AND  FOR 
HANDICAP  ACCESS.   YOU  WILL  BE  ASKED  TO  MOVE  YOUR 
CRUISER/VEHICLE   IF  YOU  VIOLATE  THIS  REGULATION. 


POLICE 


PERSONNEL 
SUPERVISON 


Digitized  by  the  Internet  Archive 

in  2014 


https://archive.org/details/supervisorsinserOOmass 


POLICE   PERSONNEL  SUPERVISION 


MANAGEMENT   :   Denotes  the  process  of  directing  &  controlling  people  & 
things  so  that  organizational  objectives  can  be  accomplished. 

SUPERVISION   :   refers  to  the  act  of  overseeing  people. 

NOTE:  Supervision  is  most  important  at  the  first  (  Lower)  level  where  the 
productive     capacity  of  the  enterprise  is  directly  concerned.  • 

THE  MAJOR   PORTION  OF  THE   SUPERVISORS   JOB   FALLS   INTO   3   BROAD  AREAS 

A.  LEADING 

B.  DIRECTING 

C.  CONTROLLING 


The  major  duties  of  Supervisory  personnel  are  best  described  as: 
PLANNING   -  ORGANIZING   -   STAFFING   -  DIRECTING   -  CO-ORDINATING   -  REPORTING 
HiIIM  I  1  Till?   (A.K.A.)      P.O.S.D.    C-0.  R.B 

DIVISION  OF  WORK   :   Division  of  Work  is  made  so  that  it  results  in  : 

A.  IMPROVED  OPERATIONS 

B.  BETTER  ECONOMICS 

C.  CONVENIENCE  TO  THOSE  SERVED. 

If  this  does  not  happen  as  a  result  of  the  division  of  work,  do  not 
divide  the  work. 

DO  NOT  MAKE  A  CHANGE   IN  THE  ORGANIZATIONAL  STRUCTURE  JUST   FOR  THE  SAKE 
OF  MAKING  A  CHANGE . ft 

DO  NOT  FIX  IT  -   IF   IT  AINT  BROKE 


UNITY  OF  COMMAND   :  Unity  of  command  reguires  that  every  employee  should 
be  under  the  direct  command  of  but  one  supervisor. 

The  principle  of  Unity  of  Command  applies  to  those  who  are  commanded,  not 
to  those  who  command. 

DELEGATION :   Delegation  is  an  excellent  tool  for  developing  personnel  for 
positions  of  greater  responsibility  &  for  increasing  their  initiative 
in  accomplishing  new  tasks. 

Delegation  may  be  accomplished  by  a  specific  of  general  directive  either 
in  writing  or  orally. 


HOWEVER 


THE  SUPERVISOR  MUST  COMMUNICATE  THE  INSTRUCTIONS  CLEARLY,  LEST  THE 
ASSIGNMENT  BE  MISCONSTRUED   (   Screwed  up   )  . 


IF  THIS  HAPPENS 


THE   SUBORDINATE  CAN  NOT  BE  HELD  RESPONSIBLE" 


******************************************* 


******************************************* 


LEADERSHIP 

Leadership  can  be  defined  as  the  act  of  : 

INFLUENCING  -  DIRECTING  -  GUIDING  &  CONTROLLING  OTHERS 
In  such  a  way  as  to  obtain  their: 

WILLING  OBEDIENCE   -  RESPECT  &  LOYAL  CO-OPERATION 
In  the  accomplishment  of  an  objective  or  goal. 

ANY  REASONABLE  INTELLIGENT  PERSON  WITH  ENOUGH  FORCEFULNESS  TO  DEVELOP 
HIS/HER  ABILITIES   CAN  EARN  LEADERSHIP  STATUS. 


A.  AUTOCRAT  -  Rules  thru  fear. 

B.  DEMOCRATIC  -  Treats  subordinated  as  associates. 

C.  FREE  REIGN  -  No  Control. 

THE  ONLY  POWER  A  LEADER  HAS,    IS  THE  POWER  GRANTED  TO  HIM/HER  BY  HIS  OR 


The  maintenance  of  effective  communications  between  superiors  and 
subordinates  at  all  levels,   is  the  biggest  single  problem  of  management. 

The  effectiveness  of  an  organization  is  very  dependent  upon  good: 


The  principle  obstacle  to  good  communications  is  the  FAILURE  TO  LISTEN 
to  WHAT  OTHERS  ARE  SAYING. 

When  a  bad  climate  exists  between  a  superior  and  a  subordinate,  it 
adversely  effects  their  ability  to  communicate. 

An  atmosphere  of  Secrecy,   Evasiveness  &  Pressure  will  clog  channels 
and  impair  communications. 


KINDS   OF  LEADERS  • 


HER  SUBORDINATES . 


THE   ESSENTIALS  OF  COMMUNICATING 


UPWARD  -  DOWNWARD  &  LATERAL  COMMUNICATIONS. 


NOISE 


Noise  in  communiacat ions  is  refered  to  as  the  static  that   interfers  with 
the  transmission  of  messages  # 

LANGUAGE  BARRIERS 

Perhaps  the  commonest  form  of  every  day  misunderstanding  results  from  the 
assumption  that  what  is  perfectly  obvious  to  the  sender  is  clear  to  the 
receiver . 

The  ability  of  the  supervisor  to  express  him  or  herself  not  only  CLEARLY , 
CONCISELY  &  SIMPLY  but  also  UNDERSTANDABLY  will   largely  determine  his  or 
her  EFFECTIVENESS. 

The  chief  aim  of  communications  will  be  realized  if  meanings  are  conveyed 
to  others  in  a  way  that  will  be  UNDERSTOOD  &  ACCEPTED.  # 

THEREFORE 

ALL  COMMUNICATIONS  MUST  BE   STRUCTURED  &  DELIVERED   IN  SUCH  A  WAY   SO   AS  TO 
REMOVE  ANY  POSSIBILITY  OF  MISUNDERSTANDING 

OVER  COMING  COMMUNICATION  BARRIERS 

1.  Determine  the  objectives  of  the  communications. 

2.  Practice  empathy  -  realize  the  impact  of  the  message. 

3.  Obtain  feedback. 

4.  Keep  subordinated  informed. 

5.  Be  consistent  in  communications. 

6.  Makre  actions  speak  louder  that  words. 

7.  LISTEN,    UNDERSTAND  &  BE  UNDERSTOOD. 
EMPLOYEE  DISSATISFACTION  GRIEVANCES   &  COMPLAINTS 
A .   Four   (4)  General  Areas  of  Concern 

1.  The  working  environment. 

2.  Harsh,   Abusive,  Tyrannical 

or 

INEPT  SUPERVISION 

3.  Misunderstanding  about  organizational 
Policies  &  Procedures  or  Rules  &  Regs. 

4.  Management  failures  of  various  types. 
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WORKING  ENVIRONMENT:   Physical  factors  in  the  work  place  give  rise  to  a 
large  portion  of  employee  dissatisfaction. 

INEPT  SUPERVISORY  PRACTICES:   Poor  supervisory  practices  account  for  a 
large  share  of  dissatisfaction  &  negative  feelings  of  employees. 

MISUNDERSTANDINGS  OF  POLICIES , RULES  &  PROCEDURES:    Improve  communication 
skills  so  that  the  supervisor  can  minimize  all  problems  resulting  from 
poor  communications. 

MANAGEMENT  FAILURES : Fa i lures  of  management  give  rise  to  many  negative 
reactions  of  employees. 

RULES  OF  CONDUCT 

Many  Police  Officers  have  expressed  distinct  dissatisfaction  with 
organizational  Rules  &  Regs  and  how  they  are  applied. 

1 .  PERSONAL  RIGHTS 

A.  Off  Duty  Employment 

B.  Hairstyles 

C.  Criticism  of  the  Dept. 

D.  Residency 

2.  RULES  &  REGs  PERTAINING  TO  WORK 

A.  Operation  of  Vehicles 

B.  Use  of  Firearms 

C.  Use  of  Deadly  Force. 

Police  Officers  view  this  as  interference  with  their  ability  to  do  the 
Job.  # 

3.  RULES  &  REGs  PERTAINING  TO 

A.  Moral  Conduct 

B.  Personal  Depts 

C.  Use  of  Alcohol  off  duty. 

Police  Officers  often  view  this  as  an  invasion  of  their  right  to  privacy 
and  none  of  the  Departments  business. 

ENFORCING  RULES  OF  CONDUCT 

1.  Employees  often  oppose  the  manner  in  which  organization  rules  and 
regulations  are  enforced  more  than  the  rule  itself. 

2.  Inconsistency  of  supervisors  in  enforcing  all  organizational  rules  is 
perceived  far  more  frequently  than  any  other  cause  as  a  reason 
opposition . 

DUE   PROCESS  VIOLATIONS 


Employees  react  strongly  &  often  challenge  management  in  court  when  they 
feel  they  have  been  arbitrarily  deprived  of  some  due  process  right.  * 


POLICE  OFFICER   BILL  OF  RIGHTS 


Contractual  agreements  or  common  practice  under  existing  rules  give 
employees  a  PROPERTY  or  LIBERTY  right  or  interest  in  their  job  and  if 
this  is  the  case,   courts  will  require  the  procedural  due  process  be 
provided . 

PROPERTY  INTEREST;   Is  present  when  the  tenured  employee  has  a  legitimate 
Claim  to  his/her  job  as  confered  by  statue,   contract  or  by  existing  rules 
or  understandings.  # 

LIBERTY  INTEREST   :    is   involved  if  the  Departments  action  Significantly 
damages : 

1.  The  employees  reputation  or  standing  in  the  community 

2.  Stigmatizes  Him/Her  to  such  a  degree  that  the  employee 
is  unable  to  take  advantage  of  future  employment 
opportunities 

or 

3.  The  employee  is  able  to  show  that  he  or  she  suffered  a 
damaged  reputation  as  a  result  of  public  disclosure  of 
the  reasons  for  the  discharge  and  as  a  result,  the 
employee  was  unable  to  obtain  employment. 

Generally,  courts  have  ruled  that  an  employee  con  not  be  penalized  for 
his  /  her  acts  unless  it  can  be  proved  that  the  employees  conduct  was 
related  to  his  or  her  employment  and: 

1.  Impaired  his  or  her  efficiency 

2.  Seriously  interfered  with  the  operational  efficiency 
of  the  Department. 

3.  Interfered  with  the  maintenance  of  good  order  W/I 
the  Department. 

OR 

4.  It  was  common  knowledge  that  the  particular  conduct 
was  prohibited. 

RECOGNIZING  EMPLOYEE  DISSATISFACTION 

A.    TYPICAL  SYMPTOMS  OF   EMPLOYEE  DISSATISFACTION; 

1.  Blue  Monday  Absenteeism 

2.  Growing  Inattention  to  Duty 

3.  Excessive  Tardiness 

4.  Indifference  to  Job  Requirements 

5.  Hostility  &  Irritability 

6.  General  Deterioration  in  Performance 

IF  THESE   CONDITIONS  ARE   PRESENT,    THEN  THE   SUPERVISOR  MUST  FIND  THE   CAUSE  # 
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GRIEVANCES 

Grievances  involving  some  factor  NOT  RELATED  to  a  contractual  agreement 
are  resolved  primarily  by  the  FIRST  LINE  SUPERVISOR. 

A.   NON  CONTRACTUAL  MATTERS 

Can  be  resolved  by  the  first  line  supervisor  W/0  referal  to  a  higher 
Authority . 

1.  Determine  the  true  cause  of  the  grievance 

2.  If  unable  to  resolve  the  situation,   the  supervisor 
should  fully  document  the  problem  &  submit  it  to 
higher  authority. 

B.    CONTRACTUAL  VIOLATIONS  &  GRIEVANCES 

4  STEP  PROCEDURE 

1.  Supervisor  or  employee  rep  receives  complaint 

ACTION:   1st  Line  supervisor  should  take  appropriate  action  &  resolve  the 
issue  if  possible. 

2.  Matter  can  not  be  resolved  at  1st  level  and  becomes  and 
official  grievance. 

ACTION  :   Complaint  is  refered  to  higher  authority  for  resolution. 

3.  Matter  is  still  unresolved. 

ACTION  :   Complaint  is  submitted  to  Top  Management  for  resolution. 

4.  Matter  is  still  unresolved. 

ACTION :     Complaint  is  submitted  to  voluntary  arbitration  by  an 
impartial  arbitrator. 

The  first  step  of  this  process  is  the  most  important  to  every  body  con- 
cerned because  of : 

1.  The  adverse  effect  on  the  Department 

2.  The  adverse  effect  on  the  Employees  involved 

and 

3.  The  economic  cost  of  the  process. 
USUALLY,    AN  OBJECTIVE  APPROACH,    COUPLED  WITH  SOUND  SUPERVISORY  PRACTICES, 
FAIR   PLAY  &   COMMON  SENSE  WILL  PROVIDE  THE  ANSWER.  (+) 


SESSION  II 


LEGAL  ASPECTS  OF   POLICE  ADMINISTRATION 

A.   POLICE  TORT  ACTIONS     :   The  law  is  divided   in  to  two  parts,   Criminal  & 

Civil . 

Criminal  Law  focuses  on  Crime  S<  Civil  law  focuses  on  Torts. 

A  Tort  is  a  private  injury  inflicted  on  one  person  by  an  other,   for  which 
the  injured  party  may  sue  in  a  civil  action. 

Tort  actions  brought  against  police  can  be  allegations  of  Criminal 
Violations  such  as  A  &  B   (   Police  Brutality  ). 

BUT 

Usually  the  tort  actions  brought  against  police  are  civil  actions  brought 
about  by  allegations  of: 

FALSE  ARREST,    FALSE  IMPRISONMENT,    INVASION  OF  PRIVACY   (    Search  &  Seizure) 
NEGLIGENCE,    DEFAMATION  &  MALICIOUS  PROSECUTION. 

3   GENERAL  CATEGORIES  OF   POLICE  TORTS  • 

1 .  NEGLIGENCE  TORTS 

2.  INTENTIONAL  TORTS 

3.  CONSTITUTIONAL  TORTS 

NEGLIGENCE  TORTS   :    If  a  Police  Officers  conduct  creates  a  danger  recog- 
nizable as  such  by  a  reasonable  person  in  like  circumstances  _  The 
Officer  will  be  held  accountable. 

The  key  in  negligence  is  REASONABLENESS. 

INTENTIONAL  TORTS:   An  intentional  tort  is  the  voluntary  commission  of  an 
act,  that  to  a  substantial  certainty  will  injure  another  person. 

It  does  not  have  to  be  negligently  to  be  actionable. 

CONSTITUTIONAL  TORTS:   The  duty  to  recognize  &  uphold  the  Constitutional 
rights,  privileges  &  immunities  of  another  is  imposed  on  Police  Officers 
and  other  Criminal  Justice  Practitioners  by  statute. 

Most  of  these  suits  are  usually  brought  under  Title  42,   Sec  1983  of  the 
U.S.  Code. 

TITLE  42  Sec  1983  of  The  U.S.   Code  was  part  of  the  Civil  Rights  Act  of 
1871  passed  in  the  aftermath  of  the  Civil  War.   It  lay  dormant  for  90  Yrs. 

BUT 

was  reactivated  by  the  U.S.   Supreme  Crt.   in  the  landmark  case  of  MONROE 
V.   PAPE   (  1961) 

NOTE:   The  violation  of  Sec  1^83  Title  42  must  have  occurred  while  the 
Officer  was  acting  under  the  color  of  state  law,  which  means,   the  Officer 
was  on  duty  and  acting  W/I  the  scope  of  employment  as  a  sworn  P.  0. 

!/ 


Sec  1983  rarely  applies  to  Federal  Agents  because  of  the  Color  of  State 
Law  provision.  • 

HOWEVER 

Federal  Agents  can  be  sued  under  one  of  two  complaints 

1.  A  BIVENS  Action  against  an  individual  but  not  the  U.S. 

or 

2.  A  tort  action  against  the  U.S.  under  the  Federal  Torts 
Claim  Act. 

Therefore:   there  are  3  basic  types  of  tort  actions  that  may  be  brought 
against  police  for  misconduct:  + 

1.  Traditional  State  Law  Torts 

2.  Title  42  Sec  1983  Torts 

3.  Bivens  Tort. 

BIVENS  TORT:   named  after  the  plantiff   (BIVENS)    in  a   1971  Fed  Case 
Bivens  V.  6  Unnamed  Federal  Narcotics  Agents. 

This  Classification  is  important  because  the  type  of  Tort  Action  will 
determine : 

1.  Who     can  be  sued. 

2.  The  kind  of  behavior  that  will  result  in  liability 

3.  Which  immunities  might  be  available  to  the 
defendant . 

WHO  CAN  BE  SUED  :  Superiors  &  Administrators  can  be  sued  for  the  tortious 
conduct  of  their  employees  based  on  the  common  law  doctrine  of  RESPONDENT 
SUPERIOR.   A.K.A.  Vicarious  liability. 

American  Courts  have  traditionally ■ been  reluctant  to  extend  this  doctrine 
to  Police  Supervisors  &  Administrators  Because: 

1.  Supervisors  have  limited  discretion  in  hiring  decisions. 

2.  Police  supervisors  do  not  possess  as  much  ability  to  control  the 
behavior  of  their  employees  as  their  counterparts  in  private  industry. 

HOWEVER 

The  courts  have  supported  several  negligence  theories  applicable  to 
Police  Supervisors  &  Management. 

1.  NEGLIGENT  HIRING:   Law  Enforcement  &  Local  government  entities  have  a 
duty  to  weed  out  those  obviously  unfit  for  Police  Duty. 

2.  NEGLIGENT  ASSIGNMENT  -  RETENTION  +  ENTRUSTMENT. 

3.  NEGLIGENT  DIRECTION  &  SUPERVISION 


4.    NEGLIGENT  TRAINING 


Generally  damages  assessed  in  Civil  Litigation  for  negligence  are 
ordinarily  damages  that  are  paid  by  the  employing  government  entity  on 
behalf  of  the  defendant  officer.  HOWEVER.   Officers  can  be  personally 
liable  for  conduct  that  is  grossly  negligent,   wanton  or  reckless. 

DUE   PROCESS   FOR   POLICE  OFFICERS 

Once  a  liberty  or  property  right  has  been  established,   certain  due 
process  guarantees  attach  to  protect  the  employee. 

The  guestion  of  due  process  for  Police  Officers  falls  into  two  categories 

PROCEDURAL  &  SUBSTANTIVE 

Procedural :   Refers  to  the  legality  of  the  procedures  used  to  deprive  the 
Police  Officer  of  Status,  Wages  or  Suspension. 

Substantive ; Reguires  that  the  Rules  &  Regulations  on  which  disciplinary 
action  is  predicated  be  CLEAR,  SPECIFIC  &  REASONABLY  RELATED  to  a  valid 
Public  need.   eg.   Conduct  Unbecoming. 

THIS  MEANS  THAT 

A  police  department  may  not  intrude  into  the  private  matters  of  its 
officers  in  which  it  has  legitimate  interest. 

Therefore  there  must  be: 

1.  Connection  between  the  prohibited  conduct  and  the  Officers  fitness  to 
perform  his  /  her  duties. 

and 

2.  The  conduct  must  be  of  such  a  nature  as  to  adversely  affect  the  MORALE 
and  efficiency  of  the  department. 

or 

3.  Have  a  tendency  to  destroy  Public  Respect  for  and  confidence  in  the 
Department. 

CONSTITUTIONAL  RIGHT  OF  POLICE  OFFICERS 

FREE  SPEECH   :   There  are  two  basic  situations  in  which  police  regulations 
or  other  actions  may  be  found  to  be  unreasonable  infringement  on  the 
Officers  FREE  SPEECH  RIGHT. 

1.  When  the  action  is  overly  broad. 

2.  The  way  the  government  action  is  applied   is  unreasonable 

It  appears  that  ones  right  to  speak  openly  about  the  policies  of  a  Police 
Department  depend  on  4  important  factors: 

A.  The  impact  of  the  statements  on  the  routine  operations  of  the 
Department . 

B.  The  truth  of  the  statements 


C.  The  manner  in  which  the  statements  were  made  in  conjunction  with 
existing  Policy  orders  on  Chain  of  Command  &  State  Whistle 
Blower  regulations. 

D.  The  position  occupied  by  the  Officer.  (Hhy 

RIGHT  AGAINST  SELF  INCRIMINATION;   The  Supreme  Court  has  ruled  that 
although  a  Police  Agency  can  conduct  an  administrative  investigation 
of  an  officer,   it  can  not  in  the  course  of  that  investigation  compel  the 
officer  to  waive  his  or  her  privilege  against  self  incrimination. 

Before  a  Police  Agency  can  question  an  officer  regarding  an  issue  that 
may  involve  disciplinary  action  against  the  officer  for  refusal  to 
answer  questions,   the  agency  must: 

A.  Order  the  officer  to  answer  the  questions. 

B.  Ask  questions  that  are  specifically,  directly 
and  narrowly  related  to  the  officers  duties. 

C.  Advise  the  officer  that  the  answer  to  the  questions 
will  not  be  used  against  the  officer  in  criminal 
proceedings . 

NOTE :   If  the  officer  refuses  to  answer  appropriate  questions  after  being 
given  these  warnings  &  advisements  then  the  officer  may  be  disciplined 
for  insubordination.    (   GARRITY  V.   N.J.)   &   (   GARDNER  V.   BRODERICK  ). 

CONDUCT  UNBECOMING  AN  OFFICER:   Most  conduct  unbecoming  regulations  have 
been  challenged  for  being  unconstitutionally  vague : # 

The  courts  have  ruled  that  the  permissible  application  of  a  conduct 
unbecoming  regulation  turn  on  whether  the  officer  could  reasonably  anti- 
cipate that  his  or  her  conduct  would  be  the  subject  of  discipline. 

IT  IS   IMPORTANT  TO  NOTE: 

1.  The  regulation  must  reasonably  warn  the  officer  of  what  type  of 
conduct  would  be  considered  unbecoming. 

2.  That  said  conduct  would  tend  to  affect  the  officers  performance  of 
his  /  her  duties  adversely. 

OR 

3.  Would  cause  the  Department  to  fall  into  Public  Dispute. 

SEXUAL  CONDUCT:   The  cases  in  this  area  tend  to  fall  into  two  general 
categories : 

1 .  Cases  involving  adultry 

5. 

2.  Cases  involving  Homosexuality 

In  cases  that  clearly  affect  an  officers  on  the  job  performance,  the 
courts  have  consistently  supported  the  disciplinary  action  of  the  Dept. 

HOWEVER 


Where  the  issue  of  the  homosexuality  is  concerned  the  court  has  been 
inconsistent . 


In  a  recent  Oklahoma  Case  presented  to  the  S.C.,   the  court  held  that 
the  law  was  facially  overly  broad  &  Unconstitutionally  restrictive. 

HOWEVER 

The  courts  have  upheld  the  rights  of  the  states  to  make  laws  prohibiting 
sodomy,   thus  developing  the  argument  that  homosexuality  is  a  criminal 
violation  that  may  be  a  viable  basis  for  discharging  a  police  officer. 

RESIDENCY  REQUIREMENTS 

A  number  of  local  governments  have  established  reguirements  that  all  or 
certain  classes  of  their  employees  live  W/I  the  geographical  limits  of 
the  jurisdiction. 

In  1976  the  S.C.   ruled  that  residency  reguirements  did  not  violate  the 
Constitution.    (   McCarthy  V.   Philadelphia  Civil  Service  Comm.  ) 

HOWEVER 

Where  it  can  be  shown  that  housing  is  unavailable  or  prohibitively 
expensive,   then  the  courts  have  held  that  a  residency  reguirement  is 
unreasonable . 

MISUSE   OF  FIREARMS  /  DEADLY  FORCE 
Police  firearm  regulations  tend  to  address  4  basic  issues. 

A.  Reguirements  for  safeguarding  the  weapon  on  &  Off  Duty 

B.  Guidelines  for  carrying  the  weapon  on  duty. 

C.  Limitations  on  when  the  weapon  may  be  used 

D.  Training  in  the  use  of  Firearms  &  Deadly  force. 

Department  Policy  &  Procedures  are  very  important  in  lawsuit  protection. 
THE  DEPARTMENT  MUST  PROVIDE   EVIDENCE  THAT: 

1.  The  training  was  necessary  as  validated  by  task  analysis. 

2.  The  persons  conducting  the  training  were  gualified. 

3.  The  training  took  place,  was  properly  conducted  &  Documented. 

4.  The  training  was  state  of  the  art  &  up  to  date. 

5.  Qualification  was  documented, 

6.  Non-Qualifiers  were  retrained  &  regualified. 

7.  Close  supervision  exist  to  monitor  &  continually  evaluate  the 
officers  training  program. 

IN  ADDITION,    THESE  TRAINING   STANDARDS   APPLY  TO: 


HANDCUFFS  -  POLICE  BATONS  -  FLASHLIGHTS  -  TEAR  GAS  -  STUN  GUNS 
RESTRAINT  &  CHOKE   HOLDS   -  ARREST  PROCEDURES,  Etc 


CPR 


FIRST 
RES PONDER 


n 
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Legal  Aspects  of  First  Respond er  Care 
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STANDARD  OF  CARE.  Every  First  Responder  is  trained  to  provide  the  minimum  accepted  care.  In  similar  situa- 
tions, the  care  provided  by  two  different  First  Responders  having  the  same  experience  should  be  equal. 


DUTY  TO  ACT.  Some  First  Respond- 
ers have  a  duty  to  help  victims  of 
an  emergency. 


ACTUAL  CONSENT.  The  conscious, 
mentally  competent  adult  must 
grant  informed  consent.  The  pa- 
tient may  refuse  care. 


IMPUED  CONSENT.  When  the 
adult  is  unable  to  give  actual  con- 
sent the  law  assumes  that  he 
would. 


mm 


IMMUNITY.  In  some  states,  protec- 
tion from  liability  is  granted  if  the 
rescuer  acts  in  good  faith  to  de- 
liver the  standard  of  care. 


ABANDONMENT.  Once  care  is  initi- 
ated, the  rescuer  assumes  respon- 
sibility until  relieved  by  equally  or 
more  highly  trained  personnel. 


NEGLIGENCE.  If  there  is  a  duty  to 
act,  the  care  is  improper,  and  in- 
jury results,  the  rescuer  may  be 
held  liable. 


I 
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Major  Body  Organs 


Lung 


Liver 

Gallbladder 
Kidney 

Large  intestine 


Bladder 


Heart 

Diaphragm 
Spleen 

Stomach 

Pancreas 
Small  intestine 


SOUD 
ORGANS 


HOLLOW 
ORGANS 


Kidneys 


Stomach 


Gallbladder 
Duodenum 


Large 
intestine 

Small 
intestine 


Bladder 


The  Head-to-Toe  Examination 


NOTE:  The  head-to-toe  examination  applies  to  both  the  focused  assessment  and  the  de- 
tailed assessment. 


4 
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Clearing  the  Airway — Unconscious  Infants 


1 .  Determine  unresponsiveness.  Position  the  patient.     2.  Open  the  airway.  Establish  breathlessness. 


3.  Attempt  to  ventilate.  If  this  fails,  reposition  the  pa-  4.  Deliver  5  back  blows, 
tients  head  and  try  again. 


7.  Reattempt  ventilations  and,  if  necessary,  repeat 
the  sequence  of  back  blows,  abdominal  thrusts,  re- 
moving visible  objects,  and  ventilations. 


Two-rescuer  CPR 


4.  Determine  pulselessness  (no        5.  Say 
pulse).  Locate  CPR  compression  sions. 
site. 


No.  pulse."  Begin  compres- 


6.  Check  compression  effective- 
ness. Deliver  five  compressions  in 
3-4  seconds  (80-1 00  per  minute). 


7.  Ventilate  once  (1 .5  to  2.0  sec- 
onds). Stop  for  mouth-to-mask 
ventilation. 


8.  Continue  with 
one  ventilation 
every  five 
compressions. 


1  i%  r 


9.  After  ten  cycles,  reassess 
breathing  and  pulse.  No  pulse- 
say  "Continue  CPR."  Pulse — say 
"Stop  CPR." 


NOTE:   Assess  for  spontaneous  breathing  and  pulse  for  5  seconds  at  the  end  of  the  first 

minute,  then  every  few  minutes  thereafter. 


CPR  Summary-Adult  Patient 


ONE  RESCUER 


FUNCTIONS 


TWO  RESCUERS 


Establish  unresponsiveness 

If  there's  no  response,  call  91 1 

Position  patient 

Open  airway 

Look,  listen,  and  feel 

(for  3-5  seconds)  


Deliver  2  breaths  (1  Vz-2  sec 
each).  If  unsuccessful,  reposi- 
tion head  and  try  again.  Clear 
airway  if  necessary. 


•  Check  carotid  pulse. . . 
(5-10  seconds) 

If  no  pulse. . . 

•  Begin  chest  compressions 


DELIVER  COMPRESSIONS 


1 V2-2  inches 
80-100/min 
(15/9-11  sec) 


1 V2-2  inches 
80-100/min 
(5/3-4  sec) 


DELIVER  VENTILATIONS 
10-12  breaths/min 


15:2 


5:1 

(Pause  to  allow 
ventilations) 


Do  4  cycles 
Check  pulse 


Ventilator 
checks 
effective- 
ness 


CONTINUE  PERIODIC  ASSESSMENT 


Changing  Positions 


Compressor — signal  to 
change;  provide  5 
compressions 
Ventilator — 1  ventilation 


New  ventilator 
checks  pulse. 
If  no  pulse,  says 
"No  pulse,  continue. 


Continue  CPR  sequence 


Methods  of  Controlling  Bleeding 


5.  Pressure  point:  leg. 


6.  Tourniquet. 


CPR  FACT  SHEET 

ONE  RESCUER      TWO  RESCUER  RATE/MLN. 

rv  it*  nnrTT 

D  L  P  I  H 

ADULT  (>8)     15:2                           5:1  80-100 

1.5-2" 

CHILD  (1-8)      5:1                           5:1  100 

1-1.5" 

INFANT  (<1)     5:1                        NONE               At  Least  100  . 

.5-1" 

RESCUE  BREATHING  ONLY: 

ADULT:  12  Breaths  Per  Minute 

CHILD:  20  Breaths  Per  Minute 

INFANT:  20  Breaths  Per  Minute 

CHOKING 

CONSCIOUS 

ADULT:  Abdominal  Thrusts  5  /  Evaluate  /  Repeat  if  necessary 
CHILD:  Abdominal  Thrusts  5  /  Evaluate  /  Repeat  if  necessary 
INFANT:  Back  Blows  5  /  Chest  Thrusts  5  /  Evaluate  /  Repeat  if  necessary 

UNCONSOOUS  (NOTIFY  EMS  AS  SOON  AS  UNCONSCIOUS) 

ADULT:  Abdominal  Thrusts  5  /  Finger  Sweep  /  Ventilation  Attempts  *  /  Repeat 

(USE  CHEST  THRUSTS  ON  OBESE  PEOPLE /NO  PREGNANT  WOMEN) 

CHILD:  Abdominal  Thrusts  5  /  Look  &  Sweep  (only  if  visible)  /  Ventilation 

Attempts  *  /  Repeat 

INFANT:  Back  Blows  5  /  Chest  Thrusts  5  /  Look  &  Sweep  (only  if  visible)  / 

Ventilation  Attempts  *  / 
Repeat 

*  IF  FIRST  VENTILA  TION  DOES  NOT  ENTER  L  UNGS,  REPOSITION  HEAD  AND 

A  TTEMPT  VENTILA  TION  A  GAIN. 


CPR  Protocol 

1. 

SCAN  AREA 

Is  it  safe  for  me? 

What  precautions  must  I  take  right  now'1 
Mask  /  Shield  Device 
Gloves 

2. 

DETERMINE  UNRESPONSIVENESS 

Adults: 

Gently  Shake 
Sternal  Rub 
Children  /  Infants: 
Loud  Shout 
Stimulate  Extremities 

-> 

o. 

ADULT  PATIENTS  ONLY:  Notify  EMS  if  not  done  so  already. 

(with  children  and  infants  go  on  with  procedure) 

4. 

OPEN  THE  A  DRW  AY!  Is  the  patient  breathing?  (LOOK  -  LISTEN  -  FEEL) 
Head  Tilt /Chin  Lift  ■ 

Modified  Jaw  Thrust  Maneuver  for  trauma  /  neck  injuries 

5. 

DELIVER  TWO  VENTILATIONS 

Slow  &  Easy  Breaths  sufficient  to  raise  the  chest 
(1.5  to  2  seconds  each) 

6. 

CHECK  FOR  PRESENCE  OF  PULSE 

Adults  &  Children:  Carotid  Artery  (neck) 
Infants:  Brachial  Artery  (upper  arm) 

7. 

IF  NO  PULSE  IS  PRESENT:  BEGIN  COMPRESSIONS 

Adults  &  Children: 

Landmark:  2  fingers  width  above  notch  at  bottom  of  Sternum. 

Infants: 

Landmark:  one  finger  width  below  nipple  line 
Adults:  2  Hands        Child:  One  Hand        Infants:  2  Fingers 

8. 

RE-ASSESS  AFTER  ABOUT  ONE  MINUTE 

In  Children  and  Infant  cases  notify  EMS  at  this  point. 

One-Rescuer  CPR 


1.  Establish  unresponsiveness,  and  alert  EMS.  2.  Establish  an  open  airway. 

Position  the  patient  and  yourself. 


m 


3.  Look,  listen,  and  feel  for  breathing  (3-5  seconds),.     4.  Ventilate  twice  (1 .5  to  2.0  seconds  per  breath) 


5.  No  pulse  (5-10  seconds). 


6.  Locate  compression  site. 


7-  Position  your  hands. 


8.  Begin  compressions. 


Cycle  =  2  ventilations 
every  1 5  compressions. 


NOTE:  If  alone  with  an  unresponsive  infant  or  child,  1 0.  Recheck  pulse  after  4  cycles,  then  every  few 
provide  one  minute  of  CPR  before  calling  EMS  dispatch,  minutes. 
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Initial  Assessment  and  Basic 


Life  Support 


5.  No  pulse.  Provide  CPR. 


6.  Control  profuse  bleeding.  Provide  care  for  shock. 


Developing  Shock 


I .  Increased  pulse:  1 00+. 


2.  Increased  breathing  rate. 


•v::. 


3.  Restlessness  or  combativeness. 


4.  Skin  changes  and  sweating. 


5.  Thirst  weakness,  and  nausea. 

>V  WW 
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6.  Rapid,  weak  pulse;  labored,  weak  respirations. 


7.  Loss  of  consciousness. 


8.  Clinical  death  may  occur. 
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Care  for  Soft-Tissue  Injury:  The  Head 


Scalp. 

Control 
bleeding, 
dress,  and 
wrap  with 
roller  ban- 
dage. 


Facial. 

Ensure  air- 
way, control 
bleeding, 
dress,  and 
wrap  with 
roller  ban- 
dage. 


Cheek. 

Ensure  air- 
way, remove 
impaled  ob- 
ject, and 
control 
bleeding. 
Dress  and 


Debris  in 
eye. 

If  eye  is  not 
cut,  wash 
objects  from 
surface. 


Examples  of  General  Dressing  and  Bandaging 


Forehead  (no  skull  injury  )  or  ear.  Place 
dressing  and  secure  with  self-adherent  roller  bandage. 


Forearm  or  leg.  Place  dressing  and  secure  with 
roller  bandage,  distal  to  proximal.  Better  protection  is 
offered  if  palm  or  sole  is  wrapped. 


Shoulder.  Place  dressing  and  secure  with  figure 
eight  of  cravat  or  roller  dressing.  Pad  under  knot  if 
cravat  is  used. 


Elbow  or  knee.  Place  dressing  and  secure  with 
cravat  or  roller  bandage.  Apply  roller  bandage  in  fig- 
ure eight  pattern. 


Hand.  Place  dressing,  wrap  with  cravat,  and  secure 
at  wrist.  Use  same  pattern  for  roller  bandage. 


Hip.  Place  bandage  and  large  dressing  to  cover  hip 
Secure  with  first  cravat  around  waist  and  second  cra- 
vat around  thigh  on  injured  side. 


Altered  Mental  States — Seizures 


Seizure — In  general,  any  The  most  common  form  of  seizure  seen  by  the  First  Responder  is  caused 
event  in  the  brain  that  by  the  condition  known  as  epilepsy.  Epileptic  seizures  may  produce  con- 

causes  uncontrolled  vulsions  (grand  mal  seizure)  or  they  may  not  produce  convulsions  or  any 

muscle  contractions  other  outward  sign  of  a  problem  (petit  mal  seizure).  Abnormal  brain  activ- 

(convulsions)  lty  causes  ^  attack  to  occur  in  individuals  having  the  disorder.  This  is  an 

organic  disorder,  not  a  mental  illness. 

First  Responders  are  seldom  involved  with  the  less  serious  form  of 
epilepsy  (petit  mal).  Convulsions  and  other  outward  signs  are  not  appar- 
ent in  a  petit  mal  seizure.  The  patient  has  a  sudden,  but  short,  loss  of 
consciousness  during  which  he  may  appear  dazed  and  usually  has  a  loss 
of  speech.  It  is  quite  common  for  this  type  of  seizure  to  go  unnoticed  by 
everyone  but  the  patient.  As  a  First  Responder.  you  should  be  more  con- 
cerned with  those  seizures  that  produce  convulsions. 

1st  Signs  and  Symptoms  In  cases  of  severe  seizures,  such  as  the 
grand  mal  epileptic  seizure,  any  or  all  of  the  following  may  be  present: 


•  Sudden  loss  of  consciousness  with  the  patient  falling  to  the  ground 

•  The  patient  may  report  a  bright  light,  bright  colors,  or  the  sensation  of 
a  strong  odor  prior  to  losing  consciousness. 

•  The  patient's  body  will  stiffen. 

•  Sometimes  the  patient  will  temporarily  stop  breathing  and  lose  blad- 
der and  bowel  control. 

•  The  patient  will  go  into  convulsions,  jerking  all  parts  of  the  body. 
Breathing  will  be  labored  and  there  may  be  frothing  at  the  mouth. 

•  After  convulsions,  the  patient's  body  completely  relaxes. 

•  The  patient  becomes  conscious,  but  is  very  tired  and  confused.  The 
patient  may  complain  of  a  headache. 

1  st  Emergency  Care  The  basic  emergency  care  for  seizures  produc- 
ing convulsions  is  to: 

1.  Place  the  patient  on  the  floor  or  the  ground. 

2.  Loosen  restrictive  clothing. 

3.  Do  not  try  to  hold  the  patient  still  during  the  convulsions.  Your  pri- 
mary job  as  a  First  Responder  is  to  protect  the  patient  from  injury 
(Figure  14-5).  Keep  the  patient  from  striking  any  nearby  objects. 

4.  After  convulsions  have  passed,  keep  the  patient  at  rest,  with  the  head 
positioned  to  allow  for  drainage  in  case  of  vomiting. 

5.  Protect  the  patient  from  embarrassment  by  asking  onlookers  to  give 
the  patient  some  privacy. 

6.  If  the  patient  says  that  this  is  the  first  attack,  alert  the  EMS  system 
dispatcher.  If  the  patient  is  aware  of  the  problem  and  has  had  other 
attacks,  ask  if  you  may  phone  the  patient's  doctor.  It  is  possible  that 
the  doctor  may  wish  to  see  the  patient,  change  medications,  or  have 
the  patient  transported  to  a  medical  facility.  Remember,  the  patient 
has  the  option  to  refuse  additional  care. 


After  any  seizure,  it  is  best  to  keep  the  patient  at  rest.  Provide  emo- 
tional support  for  the  patient  and  witnesses.  If  you  arrived  after  the 
seizure,  perform  a  focused  history  and  physical  exam  to  check  for  in- 
juries. Call  the  EMS  system  dispatcher.  Should  the  patient  refuse  addi- 
tional care,  strongly  recommend  that  he  wait  to  be  examined  by  the 
EMTs.  Should  the  patient  refuse  to  wait,  caution  against  driving  a  car  or 
operating  any  machinery.  If  need  be.  arrange  for  transportation  so  that 


FIGURE  1 4-5 

During  a  seizure,  protect  the 
patient  from  injury. 

the  patient  will  not  attempt  to  drive.  If  you  are  a  police  officer  or  an  Indus- 
trial First  Responder,  follow  standard  procedures  in  regard  to  letting  the 
patient  drive  or  operate  machinery. 

NOTE:  You  may  have  heard  that  you  should  place  an  object  between  the 
teeth  of  a  convulsing  patient.  This  is  very  poor  practice.  Many  objects  can 
be  broken  and  obstruct  the  patient's  airway  (for  example,  a  pencil).  Most 
agencies  studying  convulsions  do  not  report  favorably  on  the  use  of  bite 
sticks.  Beware  of  placing  objects  such  as  a  small  wallet  between  the  pa- 
tient's teeth.  It  is  possible  for  a  convulsing  patient  to  swallow  rather  large 
objects.  Never  force  anything  into  a  convulsing  patient's  mouth.  Never 
place  your  fingers  into  the  patient's  mouth  during  a  seizure. 


1.  Keep  the  patient's  head  straight.  Do  not  tilt  the  head. 

2.  Clean  away  any  mucus  or  encrusted  materials  found  on  the  neck 
opening  or  breathing  tube.  Do  not  remove  the  breathing  tube. 

3.  Use  the  same  procedures  as  in  mouth-to-mouth  or  mouth-to-mask  re- 
suscitation, except: 


FIGURE  5-14 

For  mask-to-stoma  ventila- 
tions, use  a  pediatric-sized 
pocket  face  mask. 


Do  not  pinch  the  patient's  nose  closed. 

Place  your  mouth  directly  over  the  patient's  stoma  instead  of  the 
mouth  or  nose,  if  using  the  mouth-to-stoma  technique.  Remem- 
ber, this  will  increase  your  risk  of  exposure  to  infectious  diseases 
since  you  will  be  in  contact  with  the  patient's  mucus. 
Place  the  mask  or  barrier  device  on  the  neck  over  the  stoma  and 
breathe  through  the  chimney  or  one-way  valve  to  ventilate  the 
patient. 


Aleck  Breeze 
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SEXUAL 


HARAS  SMENT 
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Sexual  Harassment 
Equal  Employment  Opportunity  Commission 


"Unwelcome  sexual  advances,  requests  for  sexual 
favors,  and  other  verbal  or  physical  conduct  of  a 
sexual  nature  constitutes  sexual  harassment  when: 

1 .  Submission  to  such  conduct  is  made  either  explicitly  or 
implicitly  a  term  or  condition  of  an  individual's 
employment; 

2.  Submission  to  or  rejection  of  such  conduct  by  an 
individual  is  used  as  the  basis  for  employment  decisions 
affecting  such  individuals; 

or 

3.  Such  conduct  has  the  purpose  or  effect  of  unreasonably 
interfering  with  an  individual's  work  performance  or 
creating  an  intimidating,  hostile,  or  offensive  working 
environment." 


9/ 


Quid  pro  quo  liability 


Quid  pro  quo  liability  is  established  when  a  sexual 
act  is  the  condition  precedent  before  an  individual  is 
hired  or  promoted  or  becomes  the  recipient  of  any 
other  job  benefit. 

Conversely,  Quid  pro  quo  liability  can  be  found 
when  the  refusal  to  engage  in  a  sexual  act  is  the 
reason  for  the  refusal  to  hire,  the  firing,  a  denied 
promoted,  or  a  withheld  job  benefit. 


Elements 

Plaintiff  must  show  that  the  sexual  demand  was 
linked  to  a  tangible,  economic  aspect  of  an 
employee's  compensation,  term,  condition,  or 
privilege  or  employment. 


Hostile  Working  Environment 


Individuals  who  must  work  in  an  atmosphere  made  hostile 
or  abusive  by  the  unequal  treatment  of  the  sexes  are  denied 
the  equal  employment  opportunities  guaranteed  to  them  by 
law  and  the  constitution. 


Elements 

1 .  Employee  belongs  to  a  protected  group 

2.  Employee  was  subject  to  unwelcome  harassment 

3.  The  harassment  was  based  on  sex,  and  but  for  the 
employee's  gender,  the  employee  would  not  have  been 
subjected  to  the  hostile  or  offensive  work  environment 

4.  The  sexual  harassment  affected  a  term,  condition,  or 
privilege  of  employment 
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TOWN  OF 

SEXUAL  HARASSMENT:  POLICY  AND  PROCEDURES 

I.  POLICY 

A.  Introduction.  The  TOWN  OF  (the  "Town")  depends  upon  a  work  environment  of 
tolerance  and  respect  for  the  achievement  of  its  goals.  The  Town  is  committed  to  providing  a  working 
environment  that  is  free  of  all  forms  of  abuse  or  harassment.  The  Town  recognizes  the  right  of  all 
employees  to  be  treated  with  respect  and  dignity. 

Sexual  harassment  is  a  form  of  behavior  which  adversely  affects  the  employment  relationship.  It 
is  prohibited  by  state  and  federal  law.  The  Town  also  condemns  and  prohibits  sexual  harassment  by  any 
employee. 

Sexual  harassment  does  not  refer  to  purely  voluntary  social  activities.  It  refers  to  behavior  which 
is  not  welcomed  by  the  employee,  which  is  personally  offensive  to  him  or  her,  and  which  undermines 
morale  and/or  interferes  with  the  ability  of  the  employee  to  work  effectively.  Sexual  harassment  includes 
unwelcomed  actions  such  as: 

sex-oriented  verbal  abuse; 
sexual  remarks  or  jokes; 

physical  contact  including  patting,  pinching  or  repeated  brushing  against  another's  body; 
demands  or  requests  for  sexual  favors  accompanied  by  implied  or  overt  promises  of 
preferential  treatment  or  threats  concerning  an  individual's  status  as  an  employee;  and 
assaults  or  molestations. 

B.  The  Rule.  It  is,  therefore,  against  the  policies  of  the  Town  for  any  employee  of  the 
Town,  male  or  female,  to  harass  another  employee  sexually,  that  is,  by  making  unwelcome  sexual 
advances,  requests  for  sexual  favors,  or  other  uninvited  verbal  or  physical  conduct  of  a  sexual  nature  when: 

1 .  submission  to  such  conduct  is  made  either  implicitly  or  explicitly 
a  term  or  condition  of  an  employee's  employment; 

2.  submission  to,  or  rejection  of,  such  conduct  by  an  individual  is 
made  the  basis  for  employment  decisions  affecting  the  employee; 

3.  such  conduct  has  the  purpose  or  effect  of  interfering  with  an 
individual's  work  performance; 

4.  retaliation  is  threatened  or  undertaken  against  an  individual  who 
complains  that  such  conduct  is  interfering  with  his  or  her  work 
performance;  or 

5.  a  hostile  or  intimidating  work  environment  is  created  for  the 
employee 

II.  VIOLATION  OF  POLICY 

Any  employee  violating  this  policy  will  be  subject  to  appropriate  discipline,  including  possible 
discharge  by  the  Town. 

III.  PROCEDURES  FOR  COMPLAINTS 

A.  Complaint.  The  Town  has  designated  several  Sexual  Harassment  Grievance  Officers. 
The  current  Sexual  Harassment  Grievance  Officers  are 

.  If  any  employee  believes  he  or  she  has  been  subject  to  sexual  harassment,  the  employee 
should  initiate  a  complaint  by  contacting  one  of  the  Sexual  Harassment  Grievance  Officers  as  soon  as 
possible.  The  employee  should  file  the  complaint  promptly  following  any  incident  of  alleged  harassment. 
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The  employee  should  be  aware  that  the  longer  the  period  of  time  between  the  event  giving  rise  to  the 
complaint  and  the  filing,  the  more  difficult  it  will  be  for  the  Sexual  Harassment  Grievance  Officer  to 
reconstruct  what  occurred.  The  employee  will  be  requested  to  write  out  his  or  her  complaint  to  document 
the  charge.  Employees  will  not  have  to  go  through  the  regular  chain  of  reporting  procedures  when 
reporting  sexual  harassment. 

B.  Investigation.  On  receiving  the  complaint,  the  Sexual  Harassment  Grievance  officer  will 
promptly  have  a  confidential  preliminary  investigation  made  into  the  matter.  If  after  the  completion  of  this 
preliminary  investigation  it  is  determined  that  there  is  reasonable  cause  for  finding  a  violation  of  this 
policy,  the  Town  will  notify  the  complainant  and  the  charged  employee  of  the  finding  orally.  The  charged 
employee  will  be  requested  to  respond  to  the  complaint.  Additional  investigation  will  be  made  to  the 
extent  appropriate  in  each  case.  This  process  will  be  confidential  to  ihe  extent  consistent  with  an  effective 
investigation. 

C.  Decision.  After  the  response  of  the  charged  employee  has  been  made,  and  any  further 
investigation  which  may  be  warranted  has  been  carried  ouL  the  Town  will  make  a  final  decision.  If  the 
Town  finds  that  the  allegations  in  the  complaint  have  been  established  by  the  investigation,  the  Town  will 
initiate  discipline  of  the  charged  employee.  Discipline  will  be  appropriate  to  the  offense  and  employees 
involved,  and  may  include  discharge. 

The  complainant  will  be  notified  of  the  disposition  of  the  investigation. 

IV.        ACKNOWLEDGMENT  OF  RECEIPT  OF  POLICY 

I  acknowledge  receipt  of  this  Policy  from  the  Town,  and  I  have  read  its  contents. 


Employee 


Date 


Witness 
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